POSITION EVALUATION CHART

RECORIS MANAGEMENT SERLES =

GS-0306,01-00

BVALUATION
FACTORS

GRADE LEVEL DISTINCTIONS

RECORDS MANAGEMENT ASSLSTANT = GS=0300.01-05

RECURDS MANAGEMENT ASSISTANT = GS=03004C1-07

RECORDS MANAGEMENT ASSISTANT = 0S=0300,01-09

RECORDS MAMAGEMENT QFFICER = GS-0300s

punis

DUTIES

ourEs

This is the entrance level. acquire ocon-
cerning the organization and functions of the Agency, the di-
verse records and records systems maintained, the use of records
1in the Agency and the principles and practices of records manage-
mest, particularly in the activities of reference service, main-
tenance management, and disposition of records, Examples of
Tasks: maintenance of a perpetusl stock inventory of Agency pube
lications, filiing requests for items from that stock, and per-
forming records searches for routine reference requests, Incum-
bents are encouraged to attend formal classes in records manage-
ment, and are given on-the-job training in records mamagement Lec!
miques and practices.

perform tasks involved in Tet ,
and disposal of records, such as: the preparation of sccession-
ing records, inventory and rearrangement, of records wnen nec-
essary, preparation or improvement of finding media, applica-
tion of aisposal schedules,performence of difficult records
searches, inspection of records for condition, and discussion
of proposed accessioning or disposal sctions with operating
officials, Incumbents are encouraged to attend formal classes
in records management and are given on-the-job training in re-
cords and practi

perform assigned tasks on surveys or studies; or
develop and install records management functions in an oper-
ational segment; or exercise responsibility for one major acki-
Vity of the Records Conter, esgs, accessioning, reference and
Sisiribution, or dispossl, Typical tasks: development and in-
Stallation of records techniques and procedures, including mail
control and correspondence procedures, location and extent of
Filing stations, classification plas and filing standards, find-
ing medis, P standards, an of filing
equipment, and supplies; identification, classification and evalu-
ation of Agency documents, to determine whother such documents
are record or non-record and to recommend disposition by perma~
nent preservation, microfileing, or destruction ac o
lavs reductdon, 81

or n, and
of reports and and
installation of form and pattern corresp correspondexss,
style standards and training material; design, analysis, simpli-
fication, standardization, and determination of essentdality of
proposed new or revised forms and determination of most econ=
of ctions

DUTIES
Incumbents serve as staff survey leadsrs or operational area
ing and

1, SCOPE AMD
EFFECT

Limited in scops. Mo area responsibility. Work consists of
specific tasks assigned to provide training, Errors of deci-
sion or action would result chiefly in delay.

Same as for GS=05.

espondence Handbool
‘riouted (an index of corTespondence activity); 25-50 items on
disposstion scnodule; 0-20 file series under tne vital materisls
progran, rs or omissions will impede the work or effective-
Pees of surveys or studies; or, prevent or dslay proper refer-
noe ana aisposal service for records; or reduce the effective-
ness of the records management progralle

ks dis-|Typical workload data:

(staff or ares afficers): organisational
ollowings Distribu=

s 50-150
25-75 ‘Handbooks corre=
spondence activity); 50-200 items on disposition schedule; 0-20
Tile series under the vital meterisls program. The consedience
e mere or omissions is essentially the same as for GS-09.




2. SUPERVISION
AND

GUIDANCE
RECEIVED

Under administrative and tecnnical supervision of a higher
grade officer, Instructions are specific, Heview is made
of work in process anc on completion for accuracy and com-
plataness eod for Progress in acquiring information and know=
towards wh: ing is directed, Cuides are fairly
el.eu- and -peunc. kupmx CIA Regulations, Handbooks,
Standards, Tra: material, issuances of other government
agencies (xmludmg CSC and A.rcmves) and industrial pub=
lications,

Under administrative and technical supervision of a higher
grade officer, Work is performed in accordance with specific
instructions and is reviewed upon completion for adequacy and
Tor compliance with instructions and procedures. Review

.uo made for training progress. Guides ar: the same as for

Under administrative and technical nuparvuxon of a higher grade

officer, Instructions are usually or: neraL 1n natures

The work o1 staff assistants 13 rcnevad for general conformance
of

Undar agminisiratire and technical supervizion of 4 migher grade
otficer, tions are usually oral and general in nature.
The work of staff officers is smm to review for progress in

with oral or written , for proper

wuh survey schedules lnd for uchniul soundness,
with standards

recor and
sounaness ot juamnl. The work of area assistants is reviewed
for adequacy of results ana program accomplishments. Such
assistants also receive technical advice, guidance, and review
With respect to methods ana objectives rrom the Records Manage-
ment Staff, Guides are tne same as for G5-05, out include pre=
cedent cases,

and criteris, e work of avea’ officers in reviewd for adequacy
of results and progran accomplistments. Such officers ilso re-
ceive te guidance, advice, and review with respect
methods and oojectives from the Records Management Staffe
are the same as for GS-09,

Guidas

~ . 3. SUPERVISION
" GUIDANCE GIVEN

Staff and Area Assistants - Nons, Recoras Center Section Chief=-
closely supervises work of lower grade Assistants and is always
available for consultation.

Staff officers may give technical guidance to GS-09 Assistants,
Area Officers - none,

U, MENTAL DEMANDS

Initiative in learning the functions of the Recoras Manage-
ment Program, the Agency, and the activity to which assigned.

In addition to those for G5-05, resourcefulness in making
records searches, ana determining the accuracy and adequacy
of information.

In addition to tnose for G507, initiative in developing methoas
p

In addition to those for GS=09, discretion and mature judgment in
and of records methods

and technijues, det: classifications and

the

simplifying and improving reports and and desigs
ing, simplifying and Standardizing formss

Se PERSOMAL WORK
CONTACTS

Personal or telephone contacts are orimarily for the purpose
of obtaining information relating to records or records sys-
tems from operating persoanel.

Same as for 05-05.

Frequent personal and telephone contacts with administrative ana
operating persomnel, for the purpose of obtaining information
or to give advice on records management matters.

In addition to those at GS-09, contacts for the purpose of explaine
ing records management objectives, coordinating project plans and

scheaules with operating needs, obtaining from operating officials
informal acceptance of specific conclusions and recommendaticns.




CIA POSITION CATEGORIES*
G3-030I,03 Aaministrative Officer
GS-0301,09 Administrative Ssrm:ue Officer
GS-0303,01 Organizations & Methods Examiner

POSITION PROGRESSION DIAGRAN

RECORDS MANAGEMENT SERIES = GS-0306,01-00

Records Management Officer ~ GS-0306,01

Records Management Assistant = GS-0306,01

Po'mrm!. EXTERNAL nmkmmm souams

Sfication
Position Standard for detailed qualiziu-
tion requirements for Records Management
Positions.

CIA POSITION umoxnsn

GS-ll\ZO.ul Archivist

Upervisor
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EVALUATION
FACTORS

RECURDS MANAGEMENT OFFICER = GS=0306,0l=12

DUTIES

This is the highest typically non=gupervisory level. Incumt
serve as: staff survey leaders responsible for planning sury
and studies, making assignments, and organizing perioaic cor
ferences with operational area Regords Management Officersy
operational area Records Management Officers, Duties of bot
types are similar to those at GS-09,

1. SCOPE AND
EFFECT

Area of responsibility (staff or area officers): organiza=
tional segments with such characteristics as the following:
Wide distribution of numerous coples of records, s.g., fisca’
recordss numerous security restrictions, e.g., the Records
Management Officer with program responsibility does not have
acoess to many records and files. Typical workload data:
150-300 controlled forms; 2,000l,000 pieces of filing equip.
ment; 75-200 corrsspondence Handbooks distributed; 200=300
items on the disposition schedule; 20-40 file series undsr
the vital materials program, -Errors or omissions might cause
extensive harm to the records management program, in view of
the volume of records activities,

2, SUPERVISION
AND
GUIDANCE
RECEIVED

Similar to that at the next lower level except that projects
frequently are of s type to which guidelines and experience
bave only the most general application, Primary guides are
general records managemert principles, precedent cases, etce

3+ SUPERVISION
AND

GUIDANCE
GIVEN

Staff officers at this level participate in planning surveys
and studies, make assignments, organize contferences with area
officers, and exercise technical supervision over lower grade
records management personnel, Area officers may exercise
administrative and technical supervision over lower grads
records management personnel,

Lo MENTAL
DEMANDS

Essentially the same as at the GS-11, However, greater ini-
tiative appears as a result of greater complexity of areas
and problems surveyed or served,

5o PERSONAL
WORK
CONTACTS

Same as G5-11,
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POSITION EVALUATION CHART

RECORDS MANAGEMENT SERIES = (S=0306,01=00

GRADE LEVEL DISTINCTIONS

RECORDS MANAGEMENT OFF I[CER = GS=0306,01-=13

RECORDS MANAGEMENT OFFICER = GS=0306,01-1i

DUTIES

snts have staff responsibility for Agency-wide planning,
_on and coordination of a major activity within the

s Management Program such as: recards systams, reports,
>ondence management, file ctandards,vital materials or
» disposition; or, area responsiuility for a ocomplete

» management program of & large segment of the Agency such
>

DUTIES

Incunbent, as Deputy, shares responsibility for the entire
Records Management Program; provides staff assistance on pro-
gram development, staffing and training needs, and is also re
sponsible for plaming, directing and coordinating several
specific activities of the Records Management Program, 1e8e, !
ports management, correspondence management, file standards,
records systems, and vital materialse

= responsibility (staff officer):s The program is Agency=
1 scope and cuts across all command and organizational
L=, Area of Responsibility (area otficer) A large seg=
- the Agency such as the DD/P. Staff and Area Officers:
policies, procedures, decisions and actions refiect

Ly upon the overall Records Management Program, The
aence of errors or cmissions is essentially the same as
=12,

Area of Responsibility: The program includes all records man
agement activities of the Agency. Errors or omissions might
cause harm to the records management program which would be
Agency-wide in effects

administrative and technical supervision of a higher
officer, Instructions are expressed primarily in terms
ectives, Technical operation of programs is within the
tion of the officer, Work is reviewed principally for
oy of accomplishment.

Under sdministrative and technical supervision of the Chief,
Records Management Staff. Instructions are general in nature
relating to program objectives. Work ie reviewed for confor=
mance with technical and administrative policies established

by the Agencye

sente usually plan, direct, assign and review, the work
rer level officers and assistants.

le', directs, essigns and reviews the work of lower grade
officerse

ar initiative, ingenuity, and originsl thinking appears
~esult of the Agency-wice scope of this level,

Essentially the same as for GS-12, except that initiative,
ingenuity, and original thinking is required in the develop=
ment of the entire Agency programe

-ts with administrative and operating officials at high
s for the purpose of gaining acceptance of general

3s management policies and practices, calling attention
cas of needed improvement and resulting benefits, and
ing a favorable attitude toward surveys or approval of
y results., Periodic contererces with Records Manage—
Jfficers in operating areas are held to impart infor-
n on new and improved techniquese

Essentialiy the same as for GS-13, except that a higher prc
portion of contacts are with top officials,

o o o o
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RECORDS MANAGEMENT (FFICER - GS=(306,01-15

DUTIES

sbent formulates and develops policies and standards for ade
stration of a&n active Records Management Program in the de=
aental and field areas of the Agencyj sslects the necessary
2ical staff to carry out specific programs and to operate the
~ds Center; directs the development of appropriate regulations,
200ks and instructional material pertaining to all phases of
rds management; advises Agency officials of the application of

ral laws, regulations and procedures to records management
lems of this Agency; and maintains liaison with top officlals
rivate industry and public administration.

of Resporsibility: The incumbent has full responsibility
the Records Management Program ot the Agency. Improvements
.ined in record-making and record-keeping have a continuing
rct on direct and indirect economies of time and money.
the

writy to destroy records is granted by Congress through
The incumbent exercises the autbority for this

-onal Archives,
1cy. The consequence of errors or omissions is essentially
same as for GS~1ll.

er general administrative supervision of the Chief, Mansge=
+ Staff. Instructions are general in naturs and relate to
-ablishment of major policies and objectives. Only major

.icy or procedural questions sre referred to superior when

:re 18 no precedent for action in such cases, Work is reviewed
ensure consistency with general management policlese

ovides direction and guidance to all personnel assigned to
>hnical and specialized areas of records management and fur-
shes technical guldance to area officers throughout the

2NCYe

“iginal thinking, ingenuity, and resourcafulness musi be
sercised in insuring the effective accomplishment of the

scords Management Program.

Laison is maintained with top officials of the Agency to ad~
Lse on records management problems and to stimulats the
2ceptance and improvement of the records manegement program in
he various components of the Agency. Liaison with the GSA is
onducted a8 the chief records management officdal of this
gency in complying with the requirements of the lawe
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